DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL

BOX 788250

MARI NE CORPS Al R GROUND COMVBAT CENTER

TWENTYNI NE PALMS, CALI FORNI A 92278- 8250 IN REPLY REFER TO
NAVHOSP29PALMSI NST 5000. 1
Code 0100

22 Novenber 1996

NAVAL HOSPI TAL TWENTYNI NE PALMS | NSTRUCTI ON 5000. 1
From Commandi ng O ficer

Subj: STAFF COVPETENCI ES MANAGEMENT

Ref : (a) BUMED 6010. 13
(b) JCAHO Accreditation Manual for Hospitals, current
edi tion
(c) INAVHOSP29PALNMSI NST 1500. 8B
Encl: (1) |General Conpetence Assessnent Checkl i st
(2) Position Description Generic Fornmat
(3) Sanpl'e Conpetency Eval uation Tool s-Age Specific

Criteria, Ceneral Requirenents Assessnent
Tool / Orientati on Tool 7
(4) [Conpetency FilTe Summary Sheet

1. Purpose. To provide direction and guidance for staff nenbers
concerning individual conpetencies to carry out the Comrmand

m ssion. Conpetence is defined as "the ability to performa
skill/task correctly, safely, and effectively; denonstrate

requi red know edge. "

2. Background. References (a) through (c) pronote creating and
sust ai ning an environnent that fosters self-devel opnent and
continued |l earning to support the Conmand m ssion. As part of
the environnment created to manage human resources, an ongoi ng
mechanismis required to neasure, assess, evaluate, and docunent
i ndi vi dual conpet ence.

3. Policy. This instruction applies to all personnel at Naval
Hospital Twentynine Palnms. Reference (a) requires all Mlitary
Treatment Facilities (MIFs) conply with the managenent of human
resources as defined by reference(b). The conpetence of all staff
menbers will be assessed when reporting and nonitored in conjunction
wi th md-cycle counseling throughout their tour at the Command.
Ongoi ng conpet ence can be nonitored through

- Performance | nprovenent activities.
- Super vi sor s/ Manager s observati ons and anecdotal notes.
-Saf ety and Energency Preparedness Committees.
-Participation in formal and informal activities/training to
i mprove conpetence.
-Mnutes fromconmttee and departnental activities.
-Activities based on organizational findings, new nethods,
t echnol ogy or equi pnent, new responsibilities and stated needs.

4. Action

a. Al Directors and Departnment Heads will ensure that the
contents of this instruction are inplenented.
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b. A conpetency-based training record will be established
and mai ntained at the Departnent/Di vision | evel for each staff
nmenber. They need to be in a | ocked/ secure area.

c. Required elenents of each conpetency record will include,
but not be limted to, the followi ng el enents (see [enciosure 4):

(1) Job Specific Position Descriptions/signed by the
individual filling the job.

(2) Job required Skills Conpetency I|ist

(3) Performance Appraisal Review (PARS)/Critical Elenents
for civilians (bl ank/unconpl eted copy)

(4) Conpl eted Departnent/Division Orientation
docunent ati on

(5) SPMS Training Record (sem -annual |y updat ed) and
ot her docunentation (copy of certificates/diplonmas/continuing
education taken outside the command) if appropriate/related to
mai nt ai ni ng/ i nprovi ng conpetency in the assigned job. Reference
(c) provides information for required training needs of the
staff.

(6) Fitness report/eval uation/ appraisal tool
(bl ank/ unconpl et ed copy)

(7) Operational Platform Readi ness Status (annually
updated-mlitary only)

(8) Signed Privacy Act Statenent

d. Al elenents of the training record will address age
specific conpetencies as appropriate for the beneficiaries
served. Enclosure (3)|can be used or simlar docunentation,
based on the needs of the departnent/directorate.

e. For privileged providers (physicians, nurse
practitioners, nurse anesthetists, physician assistants, etc.),
the foll owm ng applies:

(1) The list of core privileges will serve as position
description and job scope. Using gnciosure (2)] or simlar fornat
pl ace under the "Qualifications” section list the title of the
"Core Privileges" held by the individual. Under the section for
"Key Points" indicate “see ICF” (Individual Credentials File).

(2) Additional duties, such as Departnent Head, and
Wat chbi I | Coordi nator, should be addressed separately in
enclosure (2) under the section.

2
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(3) The Performance Appraisal Report (PAR) will be the
j ob-specific conpetency evaluation tool. This report is tracked
by the Performance | nprovenent Departnent and naintained in the
| CF.

f. |[Enclosure (1) | is a conpetence assessnment tool which w ||
be used by the manager (Directors, Departnment Heads, Division
Oficers, Leading Chief Petty Oficers, civilian supervisors,
etc.) to ensure that conpetency records conply with requirenents
of reference (b).

g. Enclosures (2) through (4) are exanples of conpetency-
based el enents required for each staff nmenber’s training record.
These can be used as a guide for docunenting staff conpetency.

h. Al Drectors will ensure that conpetency-based training
records are maintained for the duration of the staff menber’s
assi gnnent at this Comrand.

i. Statistics on the nunber of staff assigned and percentage
of staff conpleting Command Orientation/annual required
training/Basic Life Support will be reported in the Quarterly
Staff Education and Traini ng Performance | nprovenent Report. Job
specific Orientation/lInservice Progranms and ot her conpetency
based training obtained at the departnental level wll be
reported in the departnental m nutes. Enclosure (1)]can be used
report data fromthe departnental |evels.

j. Al staff nmenbers are responsible for conpliance with
this instruction.

5. Information. All enclosures of this instruction may be
obtained fromeither Education and Training or Central Files
Depart nent s.

ﬂ}‘ 'ﬁ-‘ﬁ? -i‘-_,llr.t:\:_ﬂ s
R S. KAYLER

Di stri bution:
Li st A
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MANAGERS COMPETENCE ASSESSMENT PROCESS REVI EW Ongoi ng/ Updat es
Name or Category Job Verification Orientation Contin- Performance | Age Safety Hazardous Medical Life Principles of
of Staff * Des- of Current uing Ed/ Evaluation Specific Mange- | Materials / Equipment Safety Information
cription License * Com- Depart- | Inservice Including Compe- ment wastes Management
mand ment ki any Skills/ tency Fkkk

Competency
list(s)***

* additional names
may be added later

*or registration,
certification when
applicable.

**Separate SKkills:
Competency lists are
not required but if used
in your Department it
should be provided

***|f education/training records are stored
separately, for example, on printouts, provide
these records at the review. Surveyor can look at
terminal screens if information is in a database

*xxApplies only to decision makers
and others who generate, collect and
interpret data information.

Encl osure (1)
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Job Description Information (not limited to, but should include the following elements:)

1.Title of Job and Department

2. Description of position and relationships (reports directly to, has # of personnel supervises etc.)
3. Qualifications for position (education, training, liscensure and experience)

4. Duties/responsibilities (these can be statements of identified job competencies) Key points

5. Job Competencies

*General job competencies are already identified on the evaluation and fitrep which can be used as a
competency assessment tool in addition to other identified job competencies specific to the position;

All staff will maintain competency in the environment of care to provide a functional and safe environment
for patients and staff.

Maintained through these 7 functions: (Enclosure (3) provides a sample that can be used or adapted for
use in each department)

Safety

Security

Hazardous material and wastes

Emergency preparedness

Life Safety

Medical Equipment

Utility Systems

Encl osure (2)
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Legend for the Competency Assessment Checklist

“Competence” is the ability to perform a skill/task correctly, safely, and effectively: or demonstrate
required knowledge. Each specific item of competence is a “performance element”.

1.) Indicate whether the performance element applies to the individual (Required by Position)
2.) The individual must assess their own level of competence (Self Assess Key).

KEY: 1. LITTLE OR NO EXPERIENCE
2. EXPERIENCE / KNOWLEDGE, BUT NEEDS REVIEW.
3. CAN PERFORM INDEPENDENTLY.

3.) Once the individual has completed a self assessment the department head/supervisor will plan an
orientation tailored to the individual's needs.

4.) The individual's level of competence must be evaluated. The Method of Assessment is identified in
the appropriate column. The various means of assessing an individuals competence are:

KEY:

C = Course/Class or inservice completion.

D = Demonstration of the knowledge/skill to the instructor/evaluator.
Q = Specific questions asked by the evaluator.

R = Return demonstration of the knowledge/skill by the orientee.

T = Test.

W = Observation of work performed by the individual.

5.) The evaluator should provide a Competency Assessment for the listed performance element.
Indicate that competency was demonstrated for each performance element and provide signature
VALIDATION (Date and Initial) that the assessment was completed and that competence was
demonstrated.

6.) Initial assessment of all performance elements should be completed within the time frame of the
unit/department specific orientation program.

7.) The periodic assessment of ONLY “Critical Elements” should be completed on a scheduled frequency
(i.e., quarterly, biannually, annually) as deemed necessary by the unit. This is identified in the column
indication Requires Periodic Review.



New Staff Member:

Staff Member responsible for orienting to department:

Orientation Start Date:

Department/Division/Unit assigned:

Orientation Competency Statements

Standards of Professional Performance

Prior to initiating orientation, the orientee should first review the Competency Based Orientation (CBO) package and enter a self assessment (SA) code
using the key shown. The Department Head or designated representative of the Department Head should then review, evaluate and plan the orientation

with the orientee.

KEY:
1. LITTLE OR NO EXPERIENCE
2. EXPERIENCE / KNOWLEDGE, BUT NEEDS REVIEW
3. CAN PERFORM INDEPENDENTLY

At the completion of orientation, the staff member:
1_Demanstrates the Basic Competencies to Perform His/Her Job as outlined in the jobh description

Performance Criteria References Required | Requires | Self Method of Competency Assessment & Annual
by Annual Assess | Assessment | review. Validation by:
position Review Key by evaluator

Date/Type Date/Initial | Date/Initial | Date/Initial

Complies with Hospital, Regulatory Agencies, and Accrediting Bodies Safety Statutes and Practice Standards.
**Safety competencies requirements are required for all staff**

Maintain competency in the JCAHO Manual
environment of care to provide a _
safe and functional environment
for patients and staff.

2 Encl osure (3)



General Safety:
Complete departmental
safety orientation prior to
assuming duties.

JCAHO Manual

Knows how to report
hazardous condition or
unsafe act to prevent injury to
staff, patient, visitor or

property.

Hospital Safety Instr.

Knows location of
departmental safety plan and
how to use references.

Knows command smoking
guidelines for staff, visitors
and patients.

Naval Hosp. Instr.

Fire Safety:

Completes departmental and
command training in fire
safety. (Including formal
annual training)

Distinguishes between types of
fire extinguishers in work area.

Identifies location of fire
extinguishers in work area

Correctly identifies location of
fire alarm system in work area

Encl osure (3)




Knows how to activate alarm
system.

Knows essential steps in fire
management.
(RACE PASS)

Knows information required
when alerting fire department

Knows key concepts
in event of
evacuati on.

Identification of a
Fi re door

Knows individual role (as a
team member) in the event of a
fire/disaster.

Physi cal Security:
Knows personnel
identification
policies and
procedures for staff,
pati ents and
visitors.

Departmental Orientation

Knows policies for control of
access to any sensitive or
restricted areas

Knows emergency and incident

Encl osure (3)




reporting procedures.

Hazardous Materials
and \Wast e:

Knows | ocati on of
Material Data Safety
sheets (MBDS) in work
ar ea.

Knows proper storage location
and labeling requirements.

MSDS

Knows actions in
reporti ng hazardous
materi a

spill/rel ease. (See
hazardous nmateria
spill contingency
pl an)

MSDS

Docunent ati on of

trai ni ng on EACH
cheni cal used in work
ar ea.

Knows process of how
to di spose of
hazardous nateri al

/ wast e.

MSDS

Emer gency
Pr epar edness:
Knows role in the

(refer to hosptial
instruction-Disaster

Encl osure (3)




event of a disaster-
eart hquake,

nmedi cal /traunm,
damagi ng weat her etc.

Preparedness)

Descri bes process

for “recall” in the
facility and
i ndi vi dual

responsi bility.

Is current in Basic
Li fe Support
traini ng.

Identifies location and
information required if receives
telephone “bomb threat”.

Military Contingency
Requirements:

Individual maintains either C2
status or better throughout
the year OR take action as
needed within 2 days of
notification of being in C-3 or
status to remedy any
deficiencies..

Per f or mance
| mprovenent :
Knows the M ssion and
Vi sion of the command

Encl osure (3)




and how Hi s/ er
position effectively
contributes to their
support.

Has basi c know edge
of the intent of
Per f or mance

| nprovenent to
enhance wor k
processes.

I nformati on
Managenent :

Knows patient records
and other information
confidentiality and
rel ease requirenents.

(Privacy Act of 1974 and
its implementing
instructions)

Knows proper use of
requi red computer or
dat abase systens.

Knows proper
procedures for
reporting fires,

fl oodi ng and pati ent
enmer genci es.

Complies with the Command
Equal Opportunity Program and
Prevention of Sexual

Encl osure (3)




Harrassment.

Attends yearly update training;
Navy Rights and
Responsibilities/POSH for
Military

Prevention of Sexual
Harrassment for Civilian
Employees.

Equi prent Safety and
Trai ni ng:

Knows how to verify
equi prent i s wor ki ng
properly and safely

Knows who is responsible for
maintaining equipment.

Knows how to have the
equipment repaired.

Knows how to acquire
t he necessary
training on the use
of the safe operation
of the equi pnent.

Properly uses the
equi prent as
identified in Job
Descri pti on.

Knows the procedure

Encl osure (3)




if the equi pment has

har med an i ndi vi dual

Uility Systens:
Knows the procedure
if any utility is

| ost or conprom sed

Encl osure (3)




Position Description/Performance Evaluation- Age Specific Criteria

Position:

Employee Name:

NAVHOSP29PALMSI NST 5000. 1
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1996

The above staff member must be able to demonstrate the knowledge and skills necessary to provide care, based on physical psycho/social, educational, safety and
related criteria, appropriate to the age of the patients served in his/her assigned service area. The skills and knowledge needed to provide such care may be
gained through education, training or experience.

Score*

5 QOutstanding

4 Excellent

3 Satisfactory Plus

2 Satisfactory

1 Satisfactory Minus

Demonstrates the knowledge, skills and abilities for the following patient populations:

Infant/Neonatal

Pediatric

Adolescence Adult

Geriatric

1. Knowledge of growth and development.

2. Ability to assess age specific data.

3. Ability to interpret age specific data.

4. Ability to provide age specific data.

5. Possesses communication skills
necessary to interpret age specific response
to treatment.

6. Ability to involve family/ significant
others in decision making related to plan of
care.

NOTE: The above criteria is designed to assure that the individual performing this job demonstrates competencies appropriate to the age of
patients served. These competencies are demonstrated throughout the Job Description/Evaluation Tool and include but are not limited to the Job
Descriptions major duties special requirements and CQI factors.

*Must docunent the basis of conpetency attainnent,

ie,

observati on,

10

witten test or denonstration.
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Competency File

Summary

Privacy Act Statement

Position Description

Copy of signed PD

Curriculum Vitae (optional)

*List of core privileges for privileged providers serve as PD

(Additional duties such as Department Head, Watch Bill Coordinator should be
identified in this section)

Competency Statements

Blank Copy of Officer/ Enlisted Evaluation form
or Blank Copy of PARs/ Critical Elements for Civilian

General Job Competencies relating to enviroment of care

Any Additional Listing of Competency Statements as pertains to
The individual job description

Competency Checklists

Training
SPMS data sheet (up date sheets sent from SETD bi-annual)
Certifications
Departmental Inservices
Completed Departmental level orientation (may be filed under competency checklists)
Any other certificates of training related to job
performance or competency

Military Contingency Requirements
Name

Encl osure (4)
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Department
Date Reported
I.  Orientation Requirements Date
1. Command Indoctrination
2. Department/Unit Orientation
3. Department/Unit Safety Orientation Completed
Il. Annual Requirements Date Date Date
1. Position Description Current
2. Competency Statements Current
3. Required Training Up - to - Date
4. Annual Performance Appraisal Performed
5. Equipment Training Up- to- date
I11. Miscellanous Date Date Date
1. Mid Term Counselling completed
2.
3.

Encl osure (4)
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